Katie Smith – Curriculum Vitae

19 Second Avenue ▪ Rawdon ▪ Leeds ▪ LS19 6NH

Telephone: 0113 219 48 46 ▪ Mobile: 07887766057 ▪ Email: kt.smith@hotmail.co.uk


· Excellent bilingual communication skills

· Well developed negotiation skills

· High degree of literacy and accuracy

· Well developed product awareness


· Accommodation Contracting

· Product Management and Marketing

· Brochure Production

· Translation and interpreting 


· Fluent in both written and spoken French

· Excellent attention to detail

· Experienced in working on own initiative and as part of a team

· Strong listening and negotiating skills

· Highly organised, efficient and able to work to deadlines

· Committed to providing solutions where appropriate

· Responsive to project and business needs including flexible working, long hours and travel


University of Sunderland


              1998 – 2002

BA (Hons) French with European Studies 2:1

Guiseley School, Guiseley



 1991 – 1998

‘A’ Levels

French – C

English – D

General Studies – E

GCSEs

French, German – Grade A

English Literature, Dual Award Science, Maths - Grade B

Art, Geography – Grade C



  


· Adept use of Windows programs including faxmaker
· Exploitation of email and web based resources for research
· Advanced knowledge of Word, Excel and PowerPoint


Holiday Cottages Group, part of RCI Global Vacation Network

                 April 2006 - Present

Manager - Specialist Products

Manage the Group’s Specialist Product portfolio of summer apartments, Ski accommodation, En-route hotels for over 8 different brands and Disneyland Paris Park passes. Main responsibilities include sourcing and contracting the best and most appropriate accommodation according to brand and season. Close relations with marketing department, involved in new marketing strategies, promotions and competitor analysis. Maintain product rate and stock negotiation. Maintain supplier relations through regular business meetings both office-based and abroad. Regular accommodation inspections and report back to relevant internal departments. Manage a small team who aid with the day to day running of the department. Run a ski program for 2 sister companies, one based in Denmark. Attend specialist workshops and exhibitions. Manage the Group’s cottage and villa portfolio supplied by external agencies such a private letting agencies and regional Gîtes de France offices. Compile new property dossiers for the content management department including copy-writing, proofreading and photography selection. Close relations with General Managers to ensure all agencies are receiving a high service level.
Cendant Vacation Rental Group





   December 2004 – April 2006

Contractor – Hotels & Ski

Source, contract and develop the group’s Hotel and Ski portfolio. Main responsibilities include management of the hotel and ski program achieved through negotiating rates, allocations and special offers. Conduct regular visits to existing and potential accommodation. Attend specialist workshops and exhibitions.

Cendant Vacation Rental Group





   June 2003 – December 2004

Contracts Executive/Reservation Support Co-Coordinator

Assisted with contracting of the group hotel and ski program, sales analysis, brochure production and preparing contracts. Worked closely with suppliers to ensure that all reservations were received and queries responded to. Provided support for reservation staff and provided additional information on accommodation.

Lyceé Joliot Curie, Séte, France





  September 2002 – May 2003

English Language Assistant

Taught English to French high school students, helping to develop skills in a foreign language

International Life Leisure LTD





         May 2002 – August 2002

Reservations Support Co-Coordinator

Worked closely with suppliers to ensure that all reservations were received and queries responded to. Provided support for reservation staff and provided additional information on accommodation. Provided regular recap lists of bookings and sourced alternative accommodation for clients when necessary.

· Car Owner with full clean driving licence

· Interests include travel, horses and French culture

· Date of Birth: 19/12/79
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